
 
 

                  

         

 

                

          

 
 

           
 

           
 

           

           

 

           

        

 
 

            

             

           
 

     
 

           

   

    
 

        
 

          
 

             

     

 

 

   
 

   

This RFP format is designed to solicit detailed, specific responses. This format may be of great value if 

your organization is comparing technical aspects of services offered. 

It also works well when organizations have identified a small pool of respondents, allowing staff and 

committee membersto easily distinguish specific differencesbetween candidate services. 

Elements to include in your organizationscover letter when sending out the RFP: 

 A brief description of your organization, its mission and constituency 

 A brief statement indicating the purpose of the RFP and/or what inspired your 

organization to search. You may or may not wish to include the name of the 

incumbent. 

 Scope of services on which candidatesshould propose, including any specific 

reporting, meeting schedule or other elements are required by your 

organization 

 Asset(s) to be managed, defining the amount of each asset pool, its purpose and 

whether any restrictions on the assets apply. It is helpful to attach to the letter 

your most recent investment policy, spending policy and statement of holdings. 

 Proposal delivery instructions, including 

 Preferred delivery format (electronic or hard copy) and number of 

copies (if applicable) 

 Proposal due date and time 

 Proposal receiver’s name, email and phone number 

o Contact person for questions, including name, title, phone and email 

o Any additional information your organization feels is important for respondent firms to 

know in order to provide complete proposals 

Request  for Proposal  

Investment  Management  and  Administrative  Services  

1. Company information 

a. Year organized 



    
 

        
 

    
 

    
 

  
 

   
 

    
 

     
 

       
 

             

 
 

           
 

        

       

         
 

     
 

       
 

       
 

       
 

          

          
 

       
 

         
 

       
 

     
 

            

      

b. Number of clients 

c. Type of clientele (defined by industry and size of portfolio) 

d. Number of staff 

e. Assets under management 

i. Not-For-Profit 

ii. Total Institutional 

f. Number of offices 

g. Location of corporate headquarters 

h. Related organizations, including subsidiaries or affiliates 

i. Discussion of any past or present litigation or regulatory actions against your 

firm 

2. Qualifications of Your Firm and Its Ability to Provide Investment Services 

a. Qualifications of leadership and professional staff (Please specify those 

individuals who will be directly responsible for this account) 

b. Number of years of experience in not-for-profit investment management 

c. Discussion of investment philosophy 

d. Discussion of your customer service philosophy 

3. Relevant experience with other similar not-for-profit organizations 

a. Include a list of your not-for-profit clients 

b. Include three specific references that we may contact (Preferably clients that 

are similar to our organization in type of business and size of portfolio) 

4. Reporting, Portfolio Evaluation and Review of Accounts 

a. Frequency of reporting to clients (e.g.: monthly, quarterly) 

b. Form of your reports (please provide sample) 

c. Frequency of portfolio evaluation 

d. Frequency of account review by your firm and willingness to meet with 

management to make recommendations and discuss performance 



    
 

           

    

          

         
 

         

            

        

      
 

        
 

       
 

   
 

       
 

  
 

       

  

         

 
 

     
 

        
 

         

     
 

  
 

            
 

           

          

           

      
 

   

5. Recommended Asset Allocation 

a. Recommended asset allocation and estimated annual rate of return for one, 

three, five and ten years. 

b. Include an analysis of the efficient frontier of the recommended asset allocation 

and a discussion of the risk/reward spectrum for your recommendation(s) 

c. For the investments included in your recommended portfolio, please provide a 

current (as of quarter ending Month XX, 201X) analysis of the one, three, five 

and ten year returns compared to relevant indices 

6. Recommended Changes to the Investment Policy 

a. Effect on efficient frontiers and specific returns 

b. Effect on your fees, if any 

c. Rationale for recommendations 

d. Pros and Cons of recommended changes 

7. Insurance 

a. Provide a listing of applicable insurance coverage maintained with relevant 

coverage limits 

b. Provide the name of your primary insurance carrier and their related AM Best 

rating 

8. Research and Investment Decisions 

a. Provide research methods and resources (external and internal) 

b. Discussion of investment decision making process (committee, portfolio 

manager, external investment managers, etc.) 

9. Fees 

a. Indicate all fees involved for each of the services you are proposing to provide 

b. Include a breakout of the initial and ongoing consulting fees and the custodial 

and management fees as a percentage of the dollar value of the assets 

c. Discuss the frequency in which such fees will be evaluated and the maximum 

amount of any increase to be expected 

10. Other Services 



         

        
 

       
 
 
 

              

             

              

            

          
 

     
                   

                    
                       

                   
                 

                    
       

                 
               

                  
              

              
               

              
        

 
                  

a. Please address any alternative or additional services that you are capable of 

providing that may be of benefit to our organization 

b. Discuss your experience in rendering such services 

This content is general in nature and does not constitute legal, tax, accounting, financial or investment 

advice. You are encouraged to consult with competent legal, tax, accounting, financial or investment 

professionals based on your specific circumstances. We do not make any warrantiesas to accuracy or 

completeness of this information, do not endorse any third-party companies, products, or services 

described here, and take no liability for your use of this information. 

Investment and Insurance Products: 
Are Not FDIC or Any Other Government Agency Insured • Are Not Bank Guaranteed • May Lose Value 

The viewsand opinionsexpressed are for informational and educational purposesonly asof the date of writing and may change at any 
time based on market or other conditionsand may not come to pass. Thismaterial isnot intended to be relied upon asinvestment 
advice or recommendations, doesnot constitute a solicitation to buy or sell securitiesand should not be considered specific legal, 
investment or tax advice. The information provided doesnot take into account the specific objectives, financial situ ation, or particular 
needsof any specific person. All investmentscarry a certain degree of riskand there isno assurance that an investmentwil l provide 
positive performance over any period of time. 

Commentsregarding tax implicationsare informational only. Truist and itsrepresentativesdo not provide tax or legal advice. You 
should consult your individual tax or legal professional before taking any action thatmay have tax or legal consequences. 

Truist Wealth isa name used by Truist Financial Corporation and affiliates. Banking productsand services, including loans, deposit 
accounts, trust and investment management servicesprovided by Truist Bank, Member FDIC. Securities, brokerage accounts, 
insurance/annuitiesoffered by Truist Investment Services, Inc. member FINRA, SIPC, and a licensed insurance agency where 
applicable. Life insurance productsoffered by referral to Truist Insurance Holdings, Inc. and affiliates. Investment advisory services 
offered by Truist Advisory Services, Inc., Sterling Capital Management,LLC, and affiliated SEC registered investment advisers. 
Sterling Capital Fundsadvised by Sterling Capital Management,LLC. 

©2022 Truist Financial Corporation, Truist, Truist purple, and the Truist logo are service marks of Truist Financi al Corporation. 
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